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COMMUNICATION CHANNELS

The Communication Channels is one of the modules within the Hippocrates
umbrella application. Using this module, Hippocrates users can:

» Exchange information in real time in one-on-one conversations and
chat rooms

» Send email and files to other users logged in to Hippocrates
» Upload and view files in the Image/Video Gallery

= (Create, modify, view or fill out a survey

= Schedule, manage and view collaborative calendar items

The Communication Channels module is available to all Hippocrates users;
however, the available functions and activities within the module depend on
the user’s access privileges.
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User Interface

The user interface for the Communication Channels module is consistent for
all functions and activities within the module as well as with other
Hippocrates modules.

CAVEAT: Access privileges are assigned on a per user

basis; therefore, your screens may be different from those
of other users or from the screens shown in this manual.

Navigation The navigation elements for the Communication Channels module are shown

in Figure 1.

Tab bar Top menu

) | sHAMELAND SECURITY ADWISORY 5Y5TEM Elevated ipcoNTacT Us  [BLINKS (B HELP | bSEARCH
H : : ] DEPT OF HEALTH
k‘ HIppOCI’ateS i ¥ WELCOME USER iELOGOUT ,asrmoasm\rlcts
HEALTH INFRASTRUCTURE PREPAREDNESS | Healthcare System, Interactivf | Communication
AND EMERGENCY RESPONSE Resources i Mapping i Channels
15:51:57 EST 1/58/2007 ‘ Creste NEW\Convarsaﬁon Imagetfiden Gallery Showy Users Online Surveys Send & File Calendar

Wiey all Surveys Create Survey Finct /

Survey Title Draft
PRE-HLRRICANE ALPHA, SURVEY N CAPABILITY
BASELINE N CAPXBLITY Activity bar
1108 TEST N

Function bar

PRE-HURRICAME &LPHA BASELINE
MIORTHLY SIT STAT JUME 06

MONTHLY SIT STAT - SER

MOMTHLY 3

Figure 1. Communication Channels Navigation Elements

The top menu is visible on all Hippocrates modules. It contains links to
common commands such as HELP, CONTACT US, and LOGOUT.

The tab bar is also visible from all Hippocrates modules. The tabs visible
when you log in depend on your access privileges. The tab for the module you
are currently working in is highlighted and its name displayed with orange
text. To move to another module, click the corresponding tab.

The function bar is located directly below the tab bar. The functions on this
bar differ for each Hippocrates module and also depend on user privileges—
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USER INTERFACE

all function bars behave in the same way, however. To access a function, click
its name on the function bar. The current function is shown in orange text.

The activity bar, located directly below the function bar, shows the activities
available to you for that function. The current activity is indicated with
orange text. In the Comm Channels module, the only functions in which an
activity bar is displayed are Image/Video Gallery and Surveys.

Viewing Data The Image/Video Gallery and (in some cases) Surveys functions include a
View All activity, which displays the records associated with that function in a
tabular format. The layout, navigation and sorting features for View All
screens are described below.

View All Screen Layout

The View All screen layout is shown in Figure 2. A maximum of 10 records
is displayed per screen, although it might be necessary to use the scroll bar to
view the records at the bottom of the window.

The range of currently displayed records and the total number of records is
shown at the center-top and center-bottom of the View All screen.

EXAMPLE: In Figure 2, records 11 through 20 are
displayed from a total of 55 records.

Records displayed of total #
Navigation Links
/ \

l- ELAND SEEURITY sDwisORY svsTERElvated BCONTACTUS LNk LhWELP | bsEARCH
: ; [ DEPT OF HEALTH
W Hippocrates isueicone uses 5 Losour Funmormn
HEALTH INFRASTRUCTURE PREPAREDNESS G Al
AN EMERGENCY RESPONSE Changdls
C I h . 10:26:50 EST 1/5/2007 | Creatw Conversation / Imageividen Galery W\(ws Cnine &u afle Celendar
olumn ead | ng Wiswr Gallery Acid to Gy Find J Wity Gallery \
Fifst Previdus 1020 0f 55 lext Lest
Thumbnl View Naime: Descrigtion IncidentEvent Name '"D‘dmfvem Last Updated Dale ¥ Last Updated By
®) TEST test 1211572006 10:34.07 VRoza
HOSPITAL DIVERSION
"E o hashital diversion info 1211572006 10:29:56 VRoza
POF TEST pf test 11/30/2008 10:52.42 sramu
ROSE FLE 09/D6/2006 16:25: 44 Rhinger
RETEST OF BP seeing finidentievent cones up il in agein even thou | SI62006 12:14:42 coice
saitl *none
T FILE UPLOAD test of uplosding dt flle 09/D6/2006 12:12:13 CElice
C lick t d = EMP FILE test of Jomp fie being uploaced SR TEST EVENT - ACC E 09/0B/2008 12.08: 44 CElice
c 0 open recor [ ] LOST HORIZON YMa, ROBERT WOCD JOHNEON
[ @ iy test of wma flle MURSES STRIE E 09/0672006 11:53:06 CElice
BREAKFAST CEREAL
L 3 Vi FILE s what hapRens when [try & . wav upioad T AMPLRING 09/06/2006 11:58:19 CElce
BREAKFAST CEREAL
© iy FILE see what happens when [try & .wav upioad S AMPRRING 03/0B/2006 11:28: 41 CElice
First Previous 11102001 55 HMext Last

iz system is restricted o authorized users. Copyright @2006 NJOHSS OITS. Al rights reserved. I

Figure 2. Layout for View All Screens
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USER INTERFACE

Page Navigation

When there are more than 10 records, a set of page navigation
commands (listed below) is displayed at the top and bottom of the
View All screen. The page you are viewing determines which
commands are displayed.

Click a navigation command to move through the View All list as
described below.

Next — displays the next 10 records
Previous — displays the previous 10 records
First — displays records 1 through 10

Last — displays the last 10 records

Sorting

You may click a Column Heading to sort records on that field or to
reverse the sort direction. An arrow shows which column the records
are sorted on and the direction of the sort, as follows:

EI Records sorted in ascending order (from A—Z or first—last)
Records sorted in descending order (from Z—A or last—first)

EXAMPLE: The records in Figure 2 are listed by
Last Updated Date in descending order.

Opening a Record

To open a record, click the blue field for that record. In this case
(Figure 2) a record is opened by clicking its Name.
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Searching

USER INTERFACE

The Image/Video Gallery, Surveys and Calendar functions are equipped with a
search feature to assist you in locating a particular record or group of records.
This feature is accessible through the Find/Modify activity.

Example Search

To locate a file in the Image/Video Gallery entitled Boiler Explosion in Holy
Name Hospital:

Fird ! hadify Gallery

1. Click in the Image/Video Gallery activity bar
to display the Find/Modify Gallery screen (see Figure 3).

2. Click and select FILE NAME as the search criteria.

3. Enter Boiler Explosion in Holy Name Hospital in the text box.
NOTE: Searches are not case sensitive.

4. Click

Wiewy Gallery Add to Gallery Find ! Modify Gallery

Hide Search Criteriz

Flease select the Search Criteria SELECT OME b

Erter " * " for & 'Wild card Search

| Find Media | [ Reset |

Figure 3. Search Dialog Box

Wild Card Searches

To broaden your search, you may use an asterisk (*) in the Search Criteria text
box to represent zero or more alphanumeric characters. This is useful for
locating a group of records that have similar data in a particular field or when
you know only some of the data for which you are looking.

In a wild card search:
= Letters are not case sensitive
* A wild card (*) can be used as the first character of a search

*  Multiple * can be used
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USER INTERFACE

Wild card search examples

The examples in Table 1 illustrate the wild card feature.

Table 1. Wild Card Search Examples

Search Term @ Matching Records

BIO* All records whose titles begin with BIO:
bio
bio outbreak
biological outbreak
biooutbreak

*BIO* All records with BIO anywhere in the title:
antibiotic
bio
bio outbreak
biological outbreak

biooutbreak
B* All records whose titles begin with B
* All records
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USER INTERFACE

i i omm Channels windows include conversation windows, the Users Online
Communication c Ch 1 d Iud d he U Onl
Channels window and others. The elements of a conversation window are shown in

. Figure 4; most of these elements apply to the other Comm Channels windows
Windows as well.

Windows can be moved, resized, minimized, maximized or closed, as
described below.

Close button

Minimize/Maximize button
Title bar

DOfficer1's Conversation !

USers
DOfficert
SYSTEM::you are in DOfficer 1's Conversation
COfficerT:[11:42:47 EST 12/27/72006): The evacuation routes for Ocean Co
have been uploaded to the gallery,
SER: 1143012 EST 12/27 72006]: ' send them to the plotter
Send A File
Send Emai
Invi%o Conversation

\ /

[ \ /| e

\ /
Message entry box Command pane
Resizing gripper

Conversation pane

Figure 4. Conversation Window Elements

Minimizing/maximizing a window

To minimize a window, click the minimize button H in the title bar.
A minimized window consists of a title bar and a maximize button

@ To return the window to its previous size, click the maximize
button.
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USER INTERFACE

Resizing a window

To resize a window, hold the mouse over the resizing gripper

at the lower-right corner of the window. When the cursor |
changes to a two-headed arrow, click and drag the mouse to

resize the window.

NOTE: Resizing a window can hide some of the
window elements, including command buttons
located at the bottom of the window. To reveal
hidden elements, increase the window size.

Moving a window

To move a window, click its title bar (the gray bar at the top of the
window) and drag it to the desired location. You can move a window
even if it has been minimized.

NOTE: It is possible to place a window directly
on top of another, hiding the bottom window. If
you cannot see a window and you did not close
it, try minimizing the visible windows until you
reveal the hidden one.

Closing a window

To close a window, click the close button ﬂ

NOTE: When you close a conversation window,
you are leaving that conversation. (The
remaining conversation participants are not
affected.) If you subsequently rejoin the
conversation, however, you will not be able to
retrieve any messages that were exchanged in the
interim.
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Using the Communication Channels

Communication The home page (Figure 5) for the Comm Channels module consists primarily
of a conversation area. When you first enter the module this area will be
Channels Home empty because you are not participating in a conversation.

A Users Online window is displayed by default, listing the other users
currently logged in to Hippocrates. (Your name will not be listed.)

;WDMELHMD SECURITY ADVISORY svSTEM Elevated ;‘)CONTRCT us #LINKE ;9HELP ;9SEAHCH
k H H NJ DEFT OF HEALTH
Vi Hippocrates !»weicoue use fo Losour asrao services

HEALTH INFRASTRUCTURE PREPAREDNESS
AND EMERGENCY RESPONSE

Communication
Channels

13:04:30 EST 12/27j2006 | Create Mew Conversation Imageividen Gallery Shaw Uzers Online Send a File Calencar

3]
List of Users Online
atlanticare city
Beth Jacob
cookie smith

Duty officer

wictaria Roza

+ | ILONGPORT BRIDGE CLOSED DUE TO FLOODING[17:16:11 - 12/18f06] ¢ 10.0% of Hospitals are on complete

iz systern |5 restricted to authorized users. Copyright @206 NJOHSS DITS. Al rights ressrved.

Figure 5. Communication Channels — Home Page

News Ticker

The news ticker is a scrolling CNN-type text bar at the bottom of the screen.
Some news ticker items are posted automatically as the result of a particular
activity, as follows:

Item Ticker Display

Incidents Incident name, time/date

Activating Events Event name, associated Command Center
(one per ticker item), activation time/date

% hospitals on full divert Based on external data feed received by

Hippocrates from JEMSTAT
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USING THE COMMUNICATION CHANNELS

Users with Site Admin privileges can delete or modify ticker items and also
post items manually. Manually posted items can be displayed for a pre-
determined time period, tagged as “breaking news” and/or linked to an
Internet URL, so that clicking that item will open an Internet Explorer
window at the referenced site.

News ticker items are color-coded as follows:
ROUTINE-PRIORITY INCIDENT [time - date]
HIGH-PRIORITY INCIDENT < 5 MIN OLD [time - date]
HIGH-PRIORITY INCIDENT > 5 MIN OLD [time - date]
ROUTINE-PRIORITY INCIDENT PREVIOUSLY HIGH-PRIORITY [time - date]
ACTIVATING EVENT (ASSOCIATED COMMAND CENTER) [time - date]
% hospitals on complete divert
Manually-posted item [time - date]
Breaking news item [time - date]

STATIC TICKER ITEM (mouse held over text)

COMM-10



SENDING A FILE

Sending a File While in the Comm Channels module you can send files to other users if they
are logged in to Hippocrates.

There are four ways to send a file:
= from the Users Online window (procedure below)
» from a conversation window (procedure below)
= using the Send a File function (see page 36)
= attached to a Hippocrates email (see page 15)

PROCEDURE: Sending a file to an online Hippocrates user

From the Users Online Window

STEP 1 See Figure 6. Hold the mouse over the recipient’s user name to display
the drop-down command list, then click Send a file.

Hold mouse over name ...

then click ...
/ to display this \

9:02:20 EAT 1J8/z2007 Create New Corwersation Imageffiden Gallery Shawy Userskqline Send & File Calendar |

Sand a b Upload and Send a File
Send an Email (duty.officer@doh state.nj us)

Please select afile to send.
Inuite to Mew Conuversation

wictoria R Browse...

Please choose user(s) to send to,

James Langenbach
Victotia Pioza
YYong Lim

Figure 6. Sending Files from the Users Online Window

OR

From the conversation window

STEP 1 See Figure 7. In the command pane located in the lower-right section of
the conversation window, click Send a File.
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Click here ...

to display this

SENDING A FILE

AN

Cookie smith

James Langenbach

USER Test

9:43:58 EST 1/a/z007

List of Users Online

| Create New Conversation

}nﬁgemdau Gallery

Show Uzers Online

Sen\g File Calendar |

DOfficer 1's Conversation

Upload and Send a File

Please select a file to send.

| H Browse.. |

Please choose user(s) to send to.

‘ong Lim ISYSTEM: :DOfficer1's Conversation JC;?]I;ise I_Sﬁrt-giﬂ:anbach
SYSTEM: (09:41:27 EST 01/08/2007): JLangenbach has joined USERTESE
lconversation, say hi... \ng Lim
[SYSTEM:{09:41:29 EST 01/08/2007):USER2 has joined the cor
say hi...
Send A File
Send Email
Invite Users) to Conversation
| Send Message
Figure 7. Sending Files from a Conversation Window
STEP 2 If the recipient user name is not highlighted, click it. To select multiple
invitees, press and hold the Ctrl key on your keyboard as you click each
name.
STEP 3 Click L Brawse... |t display the Choose File window.
STEP 4 In the Choose File window:
Choose file E
. Lookir: | () My Documents hd ¥ =
Navigate through the folders on o CIE _ e .
your computer to locate the file Mﬁem - - =
you wish to upload. When you Dth . J
have located the file you wish — m————
. . L. =sktop completed demos Crystal Reports help Hipporrates - CCC
to send, click it to enter it into :
the File name field. el S - ==
My Computer
Hippocrates - Comm Hippocrates - Demo  Hippocrates - General
Click in the File name field and | %) =
My Netacik  File name: [ = Open
type the name of the file you I — = —
wish to send.
STEP 5 Click in the Choose File window.
STEP 6 Click L2P1%3% ] The designated recipient(s) will receive a message that you

with to send him/her a file.
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Downloading
a File

DOWNLOADING A FILE

When a Hippocrates user sends you a file, a download message will be
displayed on your Comm Channels screen.

If you are working in another Hippocrates

file. module, the Comm Channels tab on your tab

Click here to download. 1 — . E

[[Desine | l.:)ar. will turn blue to Cormmu mication |
indicate that a message NatnhrE

has been sent to you.

PROCEDURE: Downloading a file

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

To download a file that has been sent to you, click on Click here to
download in the download message. Depending on your computer
settings, one of the following will occur:

» The file will open in the assigned application (Microsoft Word,
for example).

= The File Download window will be displayed, giving you the
option to save or open the file.

If the file opens in the assigned application you can save it by following
the procedure for that application. This is often done with a menu
command such as File > Save.

OR

If the File Download window is displayed and you wish to save the file,

click L__3ave

In the Save As window, navigate through the folders on your computer to
select the location where the file will be stored.

OR

Save the file in the default folder (My Documents, for example) by
proceeding to the next step.

IMPORTANT: Be sure to note the folder in which the
file will be saved so that you can find it later. To see your

computer’s folder hierarchy, click next to the Save in
box at the top of the window. See Figure 8.

Optional: Change the file name in the File Name text box.

Click

COMM-13



DOWNLOADING A FILE

Click to view folder hierarchy

Save in: | £} My Documents | ] ¥ e -
T [C)cap files [CHippocrates - User Guide
{ E} [C2)CDRSS User Guide [ Hippocr ates Online Help
My Recent (5) completed demas [C)Macros templates ete
Docurmnents () Crystal Reports help [C)Menu builder Files
7= [C)error screen shots [CIMy Captivate Projects
|_ () Hippoc UAT Tracking System @My fusic
Desktop [D)Hippocrates - €3 (Z)ry Pictures
|CD)Hippocrates - Comm [C3)MIMS training
E L) Hippocr ates - Demo (Siother
_J () Hippocr ates - General [Ciprograms
My Documents @prpocrates - H3R Bre_ports
D) Hippocrates - IM [Cstick
. L) Hippocr ates - Site Admin [C5tyle guides notes etc
%.! () Hippocr ates - Training [C)suggested IM layer terminology
] () Hippocrates - UAT [Citemp
My Computer
< | >
e File narne: 11 3005 _download example v | I Save l

ty Metwork Save as type: | ticrozoft Word Document\ w | [ Cancel ]
\

Default file name

Figure 8. Saving a file to your computer
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SENDING EMAIL

Sending Email While in the Comm Channels module, you can email other Hippocrates users
if they are logged in to Hippocrates. You may also attach files to the email.

There are two ways to send an email:

=  From the Users Online window

From a conversation window

PROCEDURE: Sending email to an online Hippocrates user

From the Users Online window

STEP 1 See Figure 9. Hold the mouse over the recipient’s user name to display
the drop-down command list, then click Send an Email.
Hold mouse over name 9:02:20 EST 1/6/2007 Creste Mew Corf

of Users Online

Send a File

James Lang%Email (duty.officer@doh.state.njus)

M Invite to Mew Conversation
then click = |
Figure 9. Sending email from the Users Online window
OR

From the conversation window
STEP 1

See Figure 10. In the command pane located in the lower-right section of
the conversation window, click Send Email.

DOfficer 1's Conversation

[
Users

GYSTEM::DOfficer 1's Conversation

SYSTEM:{12:01:11 EST 01/08/2007): JLangenbach has joined the
lconversation, say hi...

Langenbach

Click here

Hi Jim. Route 1 in Mewtown Twp is
losed in both directions due to downed power lines

Send g@é
Send ail

Invite Useiis) to Conversation

| Send Message

Figure 10. Sending email from a conversation window
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STEP 2

STEP 3

STEP 4

SENDING EMAIL

Type a subject and message in the Hippocrates email window (Figure 11).

Optional: To attach a file, click \:l

3a. Click to display the Choose File window.

3b. In the Choose File window, navigate through the folders on your
computer to locate the file you wish to send.

OR
Click in the File name field and type the name of the file.

3c¢.  Click in the Choose File window.
3d.  Click in the Hippocrates Attach a File window.

Click at the bottom of the Hippocrates email window.

Hippocrates s

System Help:
1-800-883-0059 or 1-609-984-0224

Contact Us:
609-984-2184

Contact By Email:
Hippoc.Admingdoh.state.nj.us

Please enterfupdate the information below. Separate multiple Email addresses by a comma or a
semicolon.

Mail From:  |email sender@domain.com
Send To: duty.officer@doh. state nj.us
cc: email sender@domain.com
Subject:

Attachment:

Message:

Figure 11. Example email sent from Hippocrates
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CONVERSATIONS

Conversations
(Instant The Comm Channels instant messaging feature allows you to exchange text
. messages in real time with other online Hippocrates users. Instant messages
Mess aglng) take place within conversations, and can include two or more participants.
You may participate in multiple conversations simultaneously. You may start
your own conversation and, when invited, join an existing conversation. Each
conversation is displayed in a separate window. Figure 12 shows four
conversations taking place simultaneously; the window for one conversation
has been minimized so that only its title bar is displayed.
. ;‘}HUMELHND SECURITY ADVISORY SYSTEM Elevated ;9CUMTF\DT us FLINKS # HELP ;‘}SEF\RDH
B\ g Hippocrates iswasoue sen ionor GBI
HEALTH INFRASTRUCTURE PREPAREDNESS Communication
AND EUEAGERCY RESPOMSE commun)
13:04:30 EST 12/27)2006 ‘ Create Mew Conversation Imagefideo Gallery Show Users Cnline Send a File Calendar |
1]
List of Users Online DGruber
(TR EL USER's g DOfficer I's Conversation Users
Beth Jacob SYSTEM Dofficer
5¥STEM| [/2ER: (1] EYSTEM::you are in DOfficer1's Conversation
Cookie smith 5¥STEM| Btlantic | [DOfficert:[11:42:47 EST 12/27 /2006): The evacuation routes for Ocean Co
lcanvers| [FGruber| have been uploaded to the gallery.
Outy Dfficer E¥STEM| [DCruber] [USER: (11:43:12 EST 12/27/2006]:1 send them to the platter
convers| shange
Wictoria Roza evsTEM| |USER: (1]

leonvers] hurreva
LISER: [0 DGruber]
incident [floading
CGrube
hospital
COffice
least at

| Send Message

Send A File
Send Email

Invite Userts) to Conversation

[E[E

t ¢ 'LONGPORT BRIDGE CLOSED DUE TO FLOODING[17:16:11 - 12/18/06] ¢ 10.0% of Hospitals are on complete

i system i restricted to authorized users. Copyright @E008 NJOHES 0TS, M1 rights reserved

Figure 12. Multiple Conversation Windows

Multiple conversations

You may have multiple conversation windows open, but only one
conversation window can be active at a time. If the windows are
layered, the active window is the top one. To activate a window, click
either its title bar or its message entry box.

Switching to another module

If you leave Comm Channels to work in another module your
conversation(s) will be unaffected. When you return to Comm
Channels, your conversation windows will be updated with the
messages that were exchanged while you were away.

When you are in another module, the Comm oMU RICATion
Channels tab will turn blue if a message has been

sent to you or to a conversation in which you are
participating.

Channels
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CONVERSATIONS

PROCEDURE: Create a New Conversation

To create a conversation, you must invite one or more users to join you and at
least one must accept.

You can create a new conversation using either the activity bar or the Users
Online window.

From the activity bar

Create Mewy Converzsation

STEP 1 See Figure 13. On the activity bar, click

STEP 2 In the Create New Conversation window, click the name of the user you
wish to invite, then proceed to Step 3 (page 20).

OR

From the Users Online window
STEP 1 If the Users Online window is not displayed, click shaw Users Gniine
STEP 2 See Figure 14. In the Users Online window, hold the cursor over a user

name, then click [ In¥ite e Mew Sonversation | 4 the pop-up window that

appears. The Create New Conversation window is displayed, with that
user name selected.

NOTE: If one or more elements of the Create New
Conversation window are missing, resize the window
by clicking and dragging the resizing gripper at the
bottom-right corner of the window.

Proceed to Step 3 on page 20.
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CONVERSATIONS
Click here ...

to display this

11:19:31 EST 12/29/2006

| Crizate Miw Conversation ImageNideoﬁlery Shovwe Users Onling Send & File Calendar

=[]
List of Users Online
bty Gffivers Create New Conversation
Conversation Name
Duty Officer

USER's Conversation
Duty Officer3

Dty Officer
Yictoria Foza

Wictoria koza

Message to include with invite(optional]
|Plea3910|n us |

[ Craate I [ Cancel ]

Figure 13. Creating a New Conversation from the Activity Bar

NOTE: If one or more elements of the Create New Conversation

window are missing, resize the window by clicking and dragging the .:E|
resizing gripper at the lower-right corner of the window.

Hold mouse over name ...

/ then click ...

11:19431 EST 12/29/2006 | C}(ateNewConversaﬁon

Imageviden Gallery Show Users Onling Send & File Calenciar

List of Users Online
Duty Officers

to display this

Duty Officer

Send a File

wict] Gend an Ersil (emsil. sfhder@domain.com)

Invite to Mew ConJErsation

Create New Conversation
Conversation Mame

USER's Conversation |
Duty Officerd

Wictoria Roza

Message to include with invite(optional)
|P\easej0m us |

[ Create ] [ Cancel ]

Figure 14. Creating a New Conversation from the Users Online Window
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STEP 3

STEP 4

STEP 5

STEP 6

STEP 7

CONVERSATIONS

Optional: To select multiple invitees, press and hold the Ctrl key on your
keyboard as you click each name.

Optional: To change the title of the conversation, click in the
Conversation Name text box and type in the new title. The default title is
“Your User Name's Conversation.”

Optional: To send a custom invitation message, click in the “Please join
us” text box and type your message.

Click to invite the selected user(s) to the conversation. This
produces the following results:

I
USER's Conversation Users

1. A conversation window
opens on your screen.

YSTEM::USER's Conversation

NOTE: Any messages
you send will not be e
seen by invitees who

subsequently join the
conversation.

Invits Usais)te Conversation

[ | (Sendtessaoe

2. An invitation is dlsplayed on each USER invites you to join a conversation.
invitee’s screen. Please join us.

If the invitee is working in another

module when the invitation is issued, the Comm
Channels tab on his/her screen will turn blue to
alert the user to the invitation.

K

USER’s Conversation

3. When a user accepts
your inVitation, a mes- Eiﬁ (ﬁzEﬁsscsorE‘sv?é::;jzn/zoonnomcem has joined the
Sage ls dlsplayed 1n lconversation, say hi...
the conversation win-
dow and the wuser’s

Send Email

name is listed in your B

DOfficer!

Users pane.

I | (Sendtessene )

To add a message to the conversation, click inside the message entry box,
[ Send Message ]

type your message, then click
keyboard.

or hit Enter on your
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CONVERSATIONS

PROCEDURE: Invite a user into an existing conversation

Any participant in a conversation can invite another user to join—you need
not be the creator of that conversation. There are two ways to invite a user to
join an existing conversation:

* from the command pane of the conversation window
* from the Users Online window

NOTE: When a user joins an existing conversation, he/she
cannot see any messages that were exchanged beforehand.

From the conversation command pane

STEP 1 See Figure 15. In the command pane of the conversation window, click
Invite User(s) to Conversation.

STEP 2 In the Invite User(s) to ... Conversation window, click the name of the
invitee. To select multiple invitees, press and hold the Ctrl key on your
keyboard as you click each name.

STEP 3 Optional: To send a custom invitation message, click in the “Please join
us” text box and type your message.

STEP 4 Click the button located at the bottom of the Invite User(s) to ...
Conversation window. If this button is not visible, resize the
window by clicking and dragging the resizing gripper at the |
lower-right corner of the window.

From the Users Online window

STEP 1 See Figure 16. If the Users Online window is not displayed, click

Showe Uzers Online

STEP 2 In the Users Online window, hold the cursor over the name of the user
whom you wish to invite.

STEP 3 In the pop-up window that appears, click the name of the conversation to
which you are inviting the user.
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CONVERSATIONS

First click here ... \

Imagefvideo Gallery Show Users Online Send a File \ Calendar

12:34:02 EST 1/4)2007 Create Mew Conversation

List of Users Online
Duty Dfficers

DOfficer1's Conversation

wictoria Roza

YSTEM::DOfficer 1's Conversation
EST 01/04/2007):VRoza has joined the conversation,

Invite User(s) to DOfficer1’s L1 EST 01/04/2007) :Hi VRoza. Welcome to my
Conversation

LT 01/04/2007):Glad to be here.
“ictoria Fia 5 EST 01/04/2007) Let's invite Duty Officer 4 ta this

Send & Hile
Send E
Invite Usells) to Conversation

Cancel\
] [

Message to in(\lude with invite[optional]
|Please joinus \

\ Then click invitee’s name ...

and then click Invite

Figure 15. Invite to an Existing Conversation from the Command Pane

Hold mouse over name ...

then click ...

/

11:43:05 EST 142007 ‘ ;/eate Mews Conversation Imageliden Gallery Show Users Online Send & File Calenclar |
G . —_—
Cuty offic DOfficer1's Conversation Users
Send a File Roza
victaria . Send an Email (duty gfficerd@doh.state.njus) - DOfficer I's Conversation
i l { +(12:25:19 EST 01/04/2007):VRoza has joined the conversation,
nvite to Mew Versation
Inwite to DOffiterl's Conversation i
cormeer 1 (1202534 EST 01/04/2007 ) :Hi WRoza, Welcome to my
onversation!
Roza: [12:25:40 EST 01/04/2007):Glad to be here.
Ciofficert:[12:26:05 EST 01/04/2007):Let's invite Duty Officer 4 to this
canversation, p—
Send Email
Invite Userz)to Converzation
[

Figure 16. Invite to an Existing Conversation from Users Online
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CONVERSATIONS

DOfficer1 invites you to join a When you invite a user to join an existing

conversation. : 3 3 1 1 1

con\jersatlon, an 1n\{1ta‘F10n is dlsp.laye.d on that
user’s screen. If the invitee is working in another

module when the invitation

1S issued’ the Comm Catmmu nication |

Channels tab on his/her %

screen will turn blue to alert the user to the invitation. ‘

=[]
DOfficer 1's Conversation sers
When a user accepts ;
. . . 0Za
your mnvitation, a SYSTEM::DOfficer1's Conversation LOfficerd
message is displayed | [YSTEM:(12:25:19 EST 01/04/2007):VRoza has joined the conversation,
say hi...

in the conversation DOfficert: [12:25:34 EST 01/04/2007):Hi VRoza, Welcame to my
window and the |ponversation!

, . . Roza:[12:25:40 EST 01/04/2007):Glad to be here.

user’s name is listed COfficert:[12:26:05 EST 01/04/2007):Let's invite Duty Officer 4 to this
. onversation. end A Fil
in your Users pane. SYSTEM: (01: 18:45 EST 01/04/2007):DOfficer4 has joined the -
lconversation, say hi...

Invite Users) to Conversation

Send Message .l
| A

NOTE: When a user joins an existing conversation,

he/she cannot see any messages that were exchanged
beforehand.
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Using the
Conversation
Window

CONVERSATIONS

When a message is sent, it appears on the screen of every participant in the
conversation. Each message is preceded by the sender’s user name and the
time and date the message was sent.

Message text appears in black font. To differentiate messages between
conversation participants, user names and time/date tags are displayed in
color. Participant colors are assigned by Hippocrates and are customarily
unique for each user. Once a color has been assigned to a particular user, that
color is used for all conversations in which he/she participates during that
session. Red bolded text is reserved for SYSTEM MESSAGES.

When the length of a conversation exceeds the length of the maximized
conversation window, a scroll bar will appear so that you can scroll through
the entire conversation. Scrolling has no effect on the conversation itself; new
messages will be appended to the end of the conversation as usual.

Joining a conversation
When you are invited to join a conversation, an invitation will appear

on your screen. To join the conversation, click . This will
open a window for that conversation. A message will announce your
arrival to the other conversation participants but will not be displayed
on your screen.

Declining an invitation

If you are invited to join a conversation and do not wish to do so,
. Decline .. . .
click . The other participants (including the user who sent the
invitation) will not be informed that you have declined.
Sending messages in a conversation

To add a message to the conversation, click the message entry box,
type your message, then click L=S12MES2382 | o hit the Enter key.

Leaving a conversation

To leave a conversation, click E:] in the title bar of the conversation
window. A message announcing that you have left is displayed in the
conversation window and is visible to the remaining participants;
aside from this, other participants are not affected. If you rejoin a
conversation after leaving it, you will not be able to retrieve the
messages that were sent in the interim.

By logging off from Hippocrates you automatically leave the
conversation(s) in which you were participating.

Leaving the Comm Channels module to work in another module does
not close your conversation(s): When you return to Comm Channels,
your conversation windows will be updated with the messages that
were exchanged while you were away.
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CONVERSATIONS

PROCEDURE: Printing conversation text

STEP 1

STEP 2
STEP 3

STEP 4

STEP 5

There are several ways to print a conversation. One way is as follows:

NOTE: The Microsoft Windows portion of this procedure
depends on your system configuration and might differ
slightly from the procedure described here.

Click in the conversation pane and locate the text you wish to print. Use
the scroll bar if necessary.

Click and drag the mouse over the text to highlight it.
Right-click over the highlighted text and select Print.

In the Print dialog box under Page Range, click Selection.

Click

PROCEDURE: Copying and pasting conversation text

STEP 1

STEP 2
STEP3
STEP 4
STEP 5

STEP 6

STEP 7

You can copy conversation text and then paste it into a Microsoft Word
document (for example) or into a Hippocrates conversation. To do this:

Click in the conversation pane.

Locate the text you wish to copy. Use the scroll bar if necessary.

Click and drag the mouse over the text to highlight it.

Right-click over the highlighted text and select Copy.

Open a document in Microsoft Word or another compatible application.
OR

Click in the message entry box of a Hippocrates conversation window.

Right-click and select Paste.
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CONVERSATIONS

PROCEDURE: Saving conversation text

To save conversation text, you must copy and paste it into Microsoft Word or
another compatible application, and then save it within that application.

To save text using Microsoft Word:

STEP 1 Follow the procedure on page 25 for copying text.
STEP 2 Open Microsoft Word.

STEP 3 Paste the text into a Word document.

STEP 4 Save the document.

COMM-26



USERS ONLINE WINDOW

Users Online The Users Online window, which is displayed on the left side of the screen
. when you enter the Comm Channels module, lists all users currently logged in
Window to Hippocrates, regardless of the module they are using.

You can use the Users Online window to perform the operations listed below.
(The recipient user(s) must be online.)

= Send a file
=  Send email
= [Invite a user to a new conversation

* Invite a user to an existing conversation
To perform an operation from the Users Online window:
STEP 1 Hold the mouse over a user name to display the drop-down command list.
In Figure 17 the drop-down list includes four commands: Send a File,

Send an Email, etc.

STEP 2 Click the desired command.

. {SHOMELAND SECURITY ADVISORY 57
Ay H|pp0crates { ¥ WELCOME USER
HEALTH INFRASTRUCTURE PREPAREDNESS Communication

AMD EMERGENCY RESPONSE Channels

16:02:56 EST 1/5/2007 | Create Mew Converzation ImageNiden/

List of Users Online DOfficer1's Conversation
oty Officer

Send a File

lyou are in DOfficer 1"
([03:56:48 EST 01,0

wong Lim| Inwite to Mew Converzation pon.

wictoria | Send an Email (duty.officer@doh.state.nj.us)

Invite to DOfficerl's Conversation

Figure 17. Users Online Drop-Down Command List
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USERS ONLINE WINDOW

Window operations

As with other Comm Channels windows, the Users Online window can be
minimized, maximized, resized, moved or closed using the window
elements shown in Figure 18. For more information about these operations,
see the section that begins on page 7.

- | SHOMELAND SECURITY
hy H|pp0cr’ate5 [ WELCOME USER
HEALTH INFRASTRUCTURE PREPAREDNESS o TSI S

AND EMERGENCY RESPONSE Channels

12:08:56 EST 1/5/2007 ‘ Create MNew Conversation Imagerf

List of Users Online

Atlanticara City Close button
Cuty Officer
wictoria Roza Minimize button

rong Lim

Title bar

Resizing gripper

Figure 18. Users Online Window

Restoring the Users Online window

Showe Users Online

To restore the Users Online window after closing it, click
from the Comm Channels function bar.

NOTE: When you restore the Users Online window it
will appear in the size, location and minimized/
maximized mode in effect when it was closed.
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Other Comm As the main purpose of the Comm Channels module is instant messaging, the
underlying mode of the module is the “conversation” function. Most Comm

Channels Channels functions are conducted from within the conversation area.

Functions Conversations are discussed in detail beginning on page 17. The other Comm
Channels functions are discussed below.

Comm Channels functions are initiated by clicking the appropriate item on the
function bar, shown below. The Surveys function is included only if you have
the appropriate user privileges for the Healthcare System Resources module.
(Surveys are addressed in a separate chapter of this User Manual.)

| Creste Mewe Converzation Imagenidea Gallery Showe Uzers Online Zend a File Calendar

When clicked, a function name turns orange. Figure 19 shows an example of
the screen after Send A File has been clicked. Notice that the conversation
function remains active after the new window has opened.

h.- EWDMEL,&ND SECURITY ADYWISORY SWSTEM Elevated #CONTACT US E‘3>LINKS E@HELP E@SEJ\RCH
. : : 8] DEPT OF HEALTH
‘| HIppOCFateS {#WELCOME DUTV PP LocouT ’&SEN[ORSIRV]CE!
HEALTH INFRASTRUCTURE PREPAREDNESS Communication
AND EMERGENCY RESPONSE Chann@ls
13:43:53 EST 142007 | Create Mews Conversation Image/video Gallery Showy Uzers Online Send & File Calendar |
2 e —
List of Users Online VRoza's C & Upload and Send a File
ATUL WERML o0zZas Conversation

Please select a file to send.
Duty Officer

SYSTEM::you are in VRoza's Conversation

- Foza: (01:41:33 EST 01/04/2007):Hi Duty Officer 4, Welcome to r| Please ehoose user(s) to send to.
yiars ez canversation,

Roza: (01:42:19 EST 01/04/2007):In this screen there are two ac [ATULWVERMA
functions: The conversation function and the Send a File functiol D_uty Qﬁlcer
“ictoria Roza

Upload || Cancel
Inite Usens) to Lonversation

| Send Message

|[ Browse.. |

t | atic City as category 4[17:09:20 - 12/18/06] ¢ Evacuation ordered for Altantic Co. hospitals[17:19:37 - 1218

is systemn i restricted to authorized users. Copyright @006 NJOHSS QITS. Al rights reserved.

Figure 19. Create New Conversation and Conversation Functions

Comm Channels also provides these functions: Image/Video Gallery, Show
Users Online, Surveys, Send a File (mentioned above) and Calendar.

NOTE: Surveys are addressed in a separate chapter in this User Manual.
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Image/Video
Gallery

View Gallery

IMAGE/VIDEO GALLERY

Image § Yideo Gallery

The Image/Video Gallery is accessed by clicking on the
Comm Channels function bar. The gallery allows Hippocrates users to share
information stored in various formats, including audio/video/mixed media
files, images, documents, spreadsheets, presentations, binary data and more.

When you enter the Image/Video Gallery, an activity bar (shown below) is
displayed underneath the function bar. The current activity is indicated with
orange text. The default activity—or the opening screen—for the gallery is
View Gallery.

View Gallery Add to Gallery Find/Modify Gallery

There are three activities associated with the gallery:
*  View Gallery
*  Add to Gallery
* Find/Modify Gallery

The View Gallery screen lists the available gallery files in a tabular format.
An example is shown in Figure 20.

; | SHOMELAND SECURITY ADWISORY SYSTEM Elevated SCONTACT US| #LINKS (2 HELP | #SEARCH
’ : : K] DEPT OF HEAITH
- HIppOCI’atES % WELCOME USER idLOGOUT ’&szmoasm\nces
HEALTH INFRASTRUCTURE PREPAREDNESS Communication
AND EMERGENCY RESPONSE Channels
16:52:08 EST 1/16/2007 | Create New Conversation Imagevideo Gallery Shaw Users Online Send aFlle Calendar
e Gallery Add to Gallery Find # Modify Gallery
1to100f 17 Mext Last
Inciclert/Evert
Thumbnal View Namme Deseription ncidertEvert Hame ?IE) YO | ast Updated Date W Lact Updsted By
@ TRACK-IT DOC 01-05-2007 15:38:58 USER2
) TEST test 12-15-2006 10:34:07 YRoza
HOSPITAL DIVERSICHN
@ FO hospital diversion info 12-15-2006 10:29:56 “Roza
POF TEST pf test 11-30-2006 10:52:42 sramu
ROSS FILE 09-06-2006 16:25:44 RMinger
e seeing If incident/event BIES I fljlled in again even though | Ty P
said "none’
DAT FILE UPLOAD test of uploading dat file 09-06-2006 121213 CElice
-L. BMP FILE test of bmp file being uploaded SR TEST EVENT - ACC E 09-06-2006 12:05:44 CElice
f ] LOST HORIZON Mbas, . ROBERT WOOD JOHMSON N "
test of il E 09-06-2006 11:59:06 CEl
i< FILE est ot wmatle NURSES STRIKE e
BREAKFAST CEREAL
t_ Wiss FILE zee what happens when Htry & way upload TAMPERING | 09-06-2006 11:55:19 CElice
Tto10of17 Pext Last
Tl OIL REFINERY STORA(

is systern is restricted to authorized users. Copyright @2006 NJOHSS OITS. A1 rights reserved.

Figure 20. View Gallery Screen
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View Gallery Screen Features

Sorting
Click a Column Heading to sort the gallery files on that field (name,
description, incident/event, etc.) or to reverse the sort direction.
\El Records sorted in ascending order (from A—Z or 1-last)
Records sorted in descending order (from Z—A or last-1)

Navigation

When there are more than 10 records, a set of page navigation
commands (listed below) is displayed at the top and bottom of the
View All screen. The page you are viewing determines which
commands are displayed.

Click a navigation command to move through the View All list as
described below.

Next — displays the next 10 files
Previous — displays the previous 10 files
First — displays files 1 through 10

Last — displays the last 10 files

Opening/Viewing/Playing/etc. a Gallery File

To access a file, click the corresponding Thumbnail View. A separate
Internet Explorer window will open and, in most cases, the file will
open in the application that corresponds to the file type and your
computer’s settings. On many systems, for example, a doc file will
open in Word, a pdf file will open in Adobe Reader, a wmv file will
open in Windows Media Player, and so on. In some cases, you can
decide between opening a file or saving it to your computer.

Saving a Gallery File to your Computer

To save a gallery file you must follow the procedure for the
application in which the file opened. This is often done by right-
clicking the file within that application or by selecting a menu
command such as File > Save.
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IMAGE/VIDEO GALLERY

The Add to Gallery screen (see Figure 21) is used to upload a file to
Hippocrates so that it is accessible to other users.

Wiy Gallery Add to Gallery Find i Modify Gallery
File Mame * Upload File: ] )
Please upload files that end in:
aiff asf au avi bmp dat dib doc gif joe
Jped jpg mepg midi mov mp3 mpg pct po pdf
Descrigtion pict png ppt ppz rle rmof tga it tiff
Txt wvaw swbm owhbmp wma swemy xls
Inciclent/Event
O Incidert Upload
O Evert
(& hone
Copyright

Figure 21. Add to Gallery Screen

PROCEDURE: Add to Gallery

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

STEP 6

Image I Yideo Gallery

Click on the Command Center Console function bar.

Click Ao o Galery on the gallery activity bar.

Fill in the fields in the Add to Gallery screen as follows:

File Name * Enter a name for the file you are uploading.
Description Enter a brief description of the file’s contents.
Incident/Event | Associate the file to an Incident, Event, or None.
Copyright Enter the copyright holder, if applicable.

* denotes a mandatory field. If a mandatory field is left empty,
Hippocrates cannot add the record to the database.

Click to display the Choose File window.

In the Choose File window, navigate through the folders on your computer
to locate the file you wish to upload. Only files of the types shown (.aiff,
.asf, .au, .avi, .bmp, etc.) can be uploaded to the gallery.

When you have located the file, click it to enter it into the File name field,
or click in the File name field and type the name.
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STEP 7 Click in the Choose File window. This closes the window

and enters the file name into the Hippocrates Upload File field.

STEP 8 Click

When the file has been uploaded to Hippocrates, a success message is
displayed.
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MOdlfy Gallery The Modify Gallery screen (Figure 22) is used to change the description in a
gallery record or to delete a file from the gallery.

File Marme * PDF TEST Uploaded File
upload & pdf file Click on the image below to view the file:
Description 27 pf
Evert Mame I@
Copyright Update

Figure 22. Modify Gallery Screen

PROCEDURE: Modify Gallery

Image I Yideo Gallery

STEP 1 Click on the Command Center Console function bar
to display the View Gallery screen.

STEP 2 Locate the gallery item you wish to modify or delete. To do this:

*»  From the View Gallery screen: Sort the gallery items (or reverse the
sort) by clicking the appropriate column heading. For more about the
sorting feature, see page 4.

OR

= Click | /Modfy Galery |00 the Image/Video Gallery activity bar,
then use the Search feature to display a subset of the gallery items.
See page 5 for more about the Search feature.

STEP 3 Click the Name of the gallery item you wish to modify or delete.
NOTE: If, instead of clicking the Name for a record, you

click its Thumbnail View, you will open the uploaded file
itself and not the record associated with that file.

STEP 4 Modify the record as desired, then click (only the Description and
Copyright fields can be modified.

OR

Click to remove the file from the gallery.
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Online

Showe Users Online

closed.

SHOW USERS ONLINE

1s used to restore the Users Online window after it has been

When you enter the Comm Channels module the Show Users Online window
is automatically displayed. The Users Online window can be closed,
minimized, maximized, resized, or moved using the window elements
shown in Figure 23. (For more information about these operations, see the
section that begins on page 7.)

NOTE: When you restore the Users Online window it
will appear in the size, location and minimized/
maximized mode in effect when it was closed.

Duty officer

Wictoria Roza

fong Lim

List of Users Online
Atlanticare City

= { BHOMEL AND SECURITY
h.\ H|pp0crate5 {5 WELCOME USER
HEALTH INFRASTRUCTURE PREFAREDNESS Communication

AMD EMERGENCY RESPONSE Channels

12:08:56 EST 1/5/z007 ‘ Create Mew Conversation Imageff

Close button

Minimize button

Title bar

Resizing gripper

Figure 23. Users Online Window
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SEND A FILE

With the Send a File function you can email any file on your system to one or

more users logged in to Hippocrates.

There are three ways to send a file from the Comm Channels module:

using the Send a File function (procedure below)

from the Users Online window (page 11)

from a conversation window (page 11)

PROCEDURE: Send a File from the function bar

STEP 1

STEP 2

STEP 3

STEP 4

STEP 5

STEP 6

STEP 7

=end a File

Click on the Comm Channels function bar to display the
Upload and Send a File window (Figure 24).

Click to display the Choose File window.

In the Choose File window, navigate through the folders on your computer
to locate the file you wish to send.

When you have located the file, click it to enter it into the File name field,
or click in the File name field and type the name.

Click in the Choose File window.

Click the name of the user to whom you wish to send the file. To select
multiple users, press and hold the Ctrl key on your keyboard as you click
each selection.

Click

16:03:15 EST 1/5/2007

I
List of Users Online

Duty officar

‘ Create New Conversstion Imapeivicden Gallery Showe Users Onling Send a File

Calencar ‘

Upload and Send a File

Send a File
wictoria

ong Lim| Inuite to Mew Conuversation

Send an Email (duty.officer@doh. state.nj.us)

Inuite to DOfficerl's Conuarsation

Please select afile to send.

Browse...

Please choose user(s) to send to.

ictoria Roza
“v'ong Lim

Figure 24. Send a File
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The Calendar is accessed by clicking

Calendar

CALENDAR

on the Comm Channels

function bar. The calendar allows Hippocrates users to schedule meetings,
training sessions, etc. and share that information with other users, regardless of
the collaborative applications (email and other) that they use.

When you enter the calendar, an activity bar is displayed underneath the
function bar. The current activity is indicated with orange text. The default
activity—or the opening screen—for the calendar is View All Items, shown

in Figure 25.

Calendar activities include:
»  View All Items
= (Create Item

*  Find/Modify Item

- FHOMELAND SECURITY ADVISORY 5vsTEM Elevated [SCONTACTUS  (BLNKS (S HELP  |3SEARCH
Hippocrates fuecone vse buooor GO
HEALTH INFRASTRUCTURE PREPAREDNESS Communication

AND EMERGENCY RESPONSE Channels
16:52:08 EST 1/16/2007 ‘ Create Mew Conversation Imageliden Gallery Show Uzers Online Send a File Calendar
igew all hems Create tem Finc J Modify tems Coally “igsw Wieekly View Morithly ies
Titie ¥ Description Start Time: End Time Crested By
ticker test new Y ticker test new Y desc 2007-01-08 16:00:09.0 2007-01-03 16:00:020 Padma
ticker test new N ticker test new N desc 2007-01-08 15:5313.0 2007-01-08 15:59:130 Padma
ficker test ticker test ¥ bl 2007-01-089 18:53:23.0 2007-01-09 15:53:230 Padma
ticker test M ticker test M 2007-01-09 15:55:180 2007.01-09 15:55:180 Padma
ticker test N ticker test N dhjhdighidighsfoh 2007.01-08 1555560 20070108 15:55:560 Padma
ticker test N ticker test N vy 2007-01-0915:54:09.0 2007-01-09 15:54:09.0 Padma
ticker oon ticker on desc 2007-01-09 18:04:59.0 2007-01-03 16:04:530 Padma
ticker off ticker off desc 2007-01-09 16:04:26.0 2007-01-03 16:04:260 Padma
testing view all2 testing view all 2desc2222 2007-01-2511:33.490 2007-01-26 11:33:49.0 Padma
testing view all testing view all desc 200701-2811:33:49.0 2007-01-31 11:33:490 Padma
testing sequence 4 testing sequence 3 desc 2007-01-091310:17.0 2007-01-09 1310170 YH
testing sequence 4 testing sequence 3 desc 2007-01-091246:21 0 2007-01-09 124621 0 YH
testing sequence 4 testing sequence 3 desc 2007-01-0911:07:180 2007--0911:07180 YH
testing sequence 4 testing sequence 3 desc 20070109 1243060 007091243060 YH
testing sequence 4 testing seguence 3 desc 20070109 1203000 2007.01-09 1203000 YH
testing sequence 3 testing sequence 3 desc 2007-01-0011:06:33.0 2007-01-00 1108320 YH
testing zeq 2 testing seq desc? 20070108 10:34:350 20070109 10:34:350 YH
testing ctyi@d testing cty dfadsf 2007-01-0015:14:34 0 2007-01-0915:14:34.0 Padma
testing cty11 testing cty dfadsf 2007-01-09 14:35.07 0 200701 -03 14:35:07 0 Pacma

Figure 25. View All Items
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Calendar Views There are three calendar views: daily (Figure 26), weekly (Figure 27) and
monthly (Figure 28).

To change the calendar view, click on the corresponding button on the activity
bar (below).

Daily Wiewy Wigekly iewy hanthly e

2007-01-17

Figure 26. Daily View

2007-01-15 2007-01-1&

2007-01-17 2007-01-12

2007-01-19 2007-01-20

2007-01-21

Figure 27. Weekly View
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2007-01-01 2007-01-02 2007-01-02 2007-01-04 2007~
2007-01-08 2007-01-09 2007-01-10 2007-01-11 2007-
2007-01-15 2007-01-16 2007-01-17 2007-01-12 2007-
Z007-01-22 2007-01-23 2007-01-24 2007-01-25 2007-
2007-01-29 2007-01-30 2007-01-31 2007-02-01 2007-

01-05 2007-01-06
2007-01-07
01-12 2007-01-13
Z007-01-14
01-1% 2007-01-20
2007-01-21
01-26 Z007-01-27
2007-01-28
0z-0z2 2007-02-03
2007-02-04

Figure 28. Monthly View

Accessing the Calendar from the Command Center Console

The monthly view is the view that is displayed when you click on the

calendar in the CCC module (Figure 29).
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Figure 29. CCC Home Screen with Calendar
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Create Item The Create Item screen (Figure 30) is used to add an item to the calendar.
“iewy all ttems: Creste tbem Find i/ Madify ftem Diily “iew Wizekly View Morithly e
ftem Title: * ttem Desc
Start Time * clagr End Time * c.l'ear
ATLAMTIC -
Courties * SEIE(I?ENI\CI;TON Add to Ticker Fl
CAMDER i

Figure 30. Create Item Screen

PROCEDURE: Add a Calendar Item

STEP 1 Click Calendar on the Comm Channels function bar.
. Create tem ..
STEP 2 Click on the Calendar activity bar.
STEP 3 Fill in the fields using the guidelines in the table below.
* mandatory field
Item Title * Enter a name for the calendar item.

i b3
Start Time = Click [ €]to open the date/time selector.

= Click the time fields and use the keyboard to enter values for
hours (0-24), minutes and seconds.

= Click the desired date, using < or > as necessary.

= Click

Counties * Select one or more counties to which the calendar item applies. To
select multiple counties, press and hold the Ctrl key on your
keyboard as you click each selection.

Item Description Enter a description of the calendar item.
End Time * Click and use the date/time selector as described above.
Add to Ticker Click [] to include this item on the ticker.

STEP 4 Click
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